
Accessing Applicant Materials 
In Faculty Search, all the applications to a given position appear listed on one page.  

The list of applications for a position is often quite long. There are a number of useful features and organizational tools 
to help you sort and manage your work on the Applications List. See here for more information on working with the 
Applicant List. 

To view the list of applicants for a position: 

1. Select "Positions" from the left-hand navigation.  

 

2. Click the position title to open the list of applications for that position 

 

3. You will see the list of applicants for your position listed in a table as shown below 

https://product-help.interfolio.com/m/27443/l/606149-working-with-the-list-of-applicants-for-a-position
https://product-help.interfolio.com/m/27443/l/606149-working-with-the-list-of-applicants-for-a-position


 

To access applications, select one or more applicants in the list 

1. Check the "Applicant Name" box at the top of the table to select all applicants in the list, or check the box next 
to the applicant(s) you want to review. 

2. Click an applicant's name to view the profile of an individual applicant. 

3. Selecting a name or names from the list opens a new set of buttons on the page. 

Note: The buttons that appear after selecting an application are determined by your role in the program. If you are an 
evaluating committee member, you will likely see "Read" and "Tag" buttons. Committee Managers or Administrators 
may see additional buttons for assigning a status to an application, emailing applicants, etc. 

 

To read application materials: 

1. Click "Read" to view selected applications in your browser using Interfolio's "Materials Viewer." See below for 
more information on using the viewer to read and annotate application materials. 

https://product-help.interfolio.com/m/27443/l/692091/show_image?image_id=1435541


 

2. All selected applications will be loaded into the viewer for you to review one at a time. 

  

3. Users can use the “Search PDF” box to find specific text in an applicant's materials. 

 

4. All materials of the currently displayed application will appear bookmarked in the left-hand column of the 
viewer. 

a. Click the name of a document to display it in the viewer. 

https://product-help.interfolio.com/m/27443/l/606161/show_image?image_id=1543942


 

5. Use the arrows at the top of the viewer to move between applications when multiple applicants are selected. 

 

6. Use the controls at the bottom of the viewer for navigation of the currently displayed application: 
a. Toggle on or off the header bar of the viewer for distraction free viewing of materials. 



 

b. Zoom in or out of the document 

 

c. Page forward or backward in the displayed application 

 

Using Document Annotations 

Annotations are private, personal notes about an application, and are only viewable by the committee member who 
added the note. See here for more information on making annotations on application documents. 

1. Annotations are added and managed from the lower right corner of the viewer. 

https://product-help.interfolio.com/m/27443/l/520331-make-notes-on-application-materials-and-export-your-annotations


 

2. Click the "note" icon to leave an annotation on the currently displayed document. 

 

3. Click the "view" icon to toggle on or off the display of annotations. 

 

a. You can quickly view all of the annotations added to a document from the "Annotations" tab in the 
document viewer 

4. Click the annotation in the list to find it in the application.  



 

5. You can export and download annotations by clicking the export icon. Annotations are exported to a PDF file 
that you can save, download and print. 

 



To download materials for one or more selected applications: 

1. Select one or more applicants in the list 

 

2. Click the "Additional Options" icon and select "Download." 

 

3. You will receive an email as a notification when your download is ready. 
4. From the received letter, click to download your materials 


